INSERT DOCUMENTS IN EDLINE
Directions

You can attach documents to your Edline site. Follow these directions to create links on you site
when you want to share files you currently have on your computer. Keep in mind that the viewer
will need to have the program on their machine to view the document. For example, if you create a
link to a publisher file, the viewer will need Publisher to open and view the file. You can always
convert files to pdf so that most of your audience will be able to view it in Acrobat or Preview.
1. Login to Edline
2. Put your mouse over My Edline and click on your page from the list
3. Click the EDIT THIS PAGE button.
4. Put your mouse on the words contents until you see the options and
click on the pencil (Edit in list view)
5. Click on Add (it should say document next to the Add button. If not,
click on the type of item listed and change it to document.)
6. Type a title for your link (this is what will appear as the link text that
visitors to your site will click on.
7. Type a summary if you like. (This will appear under the link.)
8. If you would like to type the text:
1. Click Enter Text By Hand
2. Click in the text box and type your text. (If you are on a
desktop/laptop you can apply font styles. If you are on
an iPad you do not get these options.)
9. If you would like to upload a file:
1. In the Add Content section click Import an existing file.
2. Click Browse.
3. Browse for your file.
4. Either double click on the file or click once and then open.
5. Click Import.
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10. Scroll up or down and click Save and Return.
11. Click OK.
12. Click Yes (if prompted).
13. Click Done.
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